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Minute taker 

£13.50 per hour

Hours	1 position available. On average 4 hours every 2 months on a Monday’s

Main Purpose:	To record minutes at our board meetings.

Responsible to:			              Chief executive Officer  

Location:	Futures House, The Moakes, Marsh Farm, Luton LU3 3QB


Summary of main responsibilities
			
Marsh Farm Futures are seeking a detail-oriented, highly organized, and objective Minute Taker. In this role, you will be responsible for attending various corporate meetings or board sessions to accurately capture discussions, key decisions, and action items. The ideal candidate possesses exceptional listening skills, rapid typing speed, and the ability to synthesise complex discussions into clear, concise, and professional written records.

Duties and Responsibilities
· Pre-Meeting Preparation: Review agendas and previous minutes to understand the context and terminology of upcoming meetings; coordinate with the chairperson to confirm attendance and meeting structures.
· Live Recording: Attend meetings and take comprehensive, objective notes.
· Drafting Minutes: Transcribe and synthesize notes into a formal, structured template, capturing the essence of debates, official resolutions, and precise action points.
· Quality Control: Edit and proofread minutes for clarity, grammar, and alignment with corporate formatting standards.
· Confidentiality: Handle highly sensitive, proprietary, or private organizational information with the utmost discretion.
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Community and Youth Team Member Person Specification

This acts as selection criteria and gives an outline of the types of people and the characteristics required to do the job.
Essential (E): without which candidate would be rejected.
Desirable (D):  useful for choosing between two good candidates.

Please email your CV to Recruitment@marshfarmfutures.co.uk


General Requirements

	Essential/
Desirable
	Criteria

	E
	Able to work effectively and positively with team members, using initiative when required.

	E
	Willing to work unsociable hours. Meetings are across the day or early evening.

	E
	Able to work within OHC&AT policies e.g. OHC&AT Equality and Diversity Policy and Health and Safety policies.

	D
	Ability to travel to meetings. Full clean driving licence.


	D
	Able to work without direct supervision.

	E
	High level of proficiency in written and spoken English, with excellent grammar, punctuation, and spelling.

	E
	Strong active listening skills with the ability to capture and summarise complex discussions accurately.

	E
	Previous experience of formal Minute taking, preferably for a Board or Committee, or similar.

	E
	Excellent knowledge of MS Office Packages

	E
	Excellent typing and keyboard skills

	E
	Ability to work to tight timescales, think on feet, problem solve, work calmly professionally and positively in busy environment

	E
	Accuracy and attention to detail and the desire to see jobs through to completion

	E
	Ability to maintain confidentiality at all times and ensuring that confidential data is handled in a sensitive manner

	E
	Ensure that responsibilities and ownership of actions are clearly indicated within the Minutes.

	E
	Have the confidence to be able to speak up in a meeting (where appropriate) and clarify points.
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